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GUIDE TO COURSE OUTLINES AND FORMS

This section will guide you on what forms you need to complete based on what you are trying to accomplish.

NEW COURSE
If you are developing a new permanent course, please complete the following:

1. Course Outline of Record Form
2. Prerequisite/Co-requisite Validation Form (if the course has a pre/co-requisite)

3. Online Supplement Form (if the course is completely or partially online)

4. New Course Information Sheet

5. Course Class Maximum Form

MAJOR REVISION OR UPDATE TO AN EXISTING COURSE

If you are revising an existing permanent course or making major revisions to an existing permanent course, please complete the following:

1. Course Outline of Record Form
2. Prerequisite/Co-requisite Validation Form (if you are adding, deleting or changing a pre/co-requisite). 

Notes: Course outlines of record need to be updated every 5 years according to Title V. 

Pre/co-requisites need to be revalidated every 6 years according to District Policy.
MINOR CHANGE TO COURSE OUTLINE OF RECORD OR TO THE CATALOG
If you are making a minor change to an existing permanent course or making a change to the catalog entry of the course, please complete the following:

1. Catalog Revision/Minor Change to Course Outline of Record Form
2. Prerequisite/Co-requisite Validation Form (if you are adding, deleting or changing a pre/co-requisite)

3. Course Outline of Record Form (if you are reactivating an inactive course)

EXPERIMENTAL COURSE (900 COURSE)
If you are developing an experimental course, please complete the following:

1. Experimental Course Outline of Record Request Form (for new and existing 900 courses)

2. Experimental Course Summary Form (only for new 900 courses)

3. Prerequisite/Co-requisite Validation Form (if the course has a pre/co-requisite)

4. Online Supplement Form (if the course is completely or partially online)

EXISTING COURSE OFFERED ONLINE

If you are proposing to teach an existing permanent or experimental course online for the first time, please complete the following:

1. Online Supplement Form (if the course is completely or partially online)

2. Existing approved COOR or 900 course outline

ADDING, DELETING OR CHANGING A PREREQUISITE

If you are adding, deleting or changing a pre-requisite to an existing course, please complete the following forms:

1. Prerequisite/Corequisite Validation Form

2. Minor Change to Course Outline of Record Form 
NEW LOCALLY APPROVED CERTIFICATE

If you are developing a new certificate in your program which is less than 18 units, please complete the following forms:

1. Locally Approved Certificate Form

(If you are developing a new program which is greater than 18 units, please follow the new program approval procedures of the college.)
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